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STATE OF GEORGIA 
RECORDS SERIES PROFILE 

RECORDS RETENTION SCHEDULE 
APPLICATION #910308-02 Sheet: 4 of 4 

Schedule Number. 940018 

Effective Date: 08/23/94 

0414 

Department of Education 

Office of Special Services 
Division of Exceptional Students 
Communicationskow Incidence Unit 

Multihandicapped Program Tuition Grant Files, 1985 -[ongoing]. 

Confidential (34 CFR 5b.9 (L 74.25; 0.C.GA. 5&18-72(a)). 

Individual. 

Administering the tuition grant for the Multihandicapped Program by accepting and 
reviewing applications, selecting and notifying those eligible, and notifying those 
applicants not eligible. 

Multihandicapped Tuition Grant Program applications, grant award or rejection 
letters, grant amendments, student records, psychological evaluations, eligibility 
reports, due process checklists, legal and school correspondence, and medical 
records. See also Grants Management records (schedule MI-385-A) and 
Accounting records (schedule #79-215-A) for duplicate copies of some records 
in this series. 

Chronological by k a l  year; thereunder alphabetical by student's surname. 

Paper 

Administrative need: Three (3) years. 

Cut off at end of each fiscal year. 
Hold in current files area one (1) year. 
Transfer to State Records Center and hold two (2) years. 
Destroy. 

The State Records Committee has approved these disposition instructions for the 
records series described in the attached records retention schedule application and in 
this profile 

Edward Wbldon 
Secretary of State Designee FORM: PnonEW.RN95 
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' Attachment- I  

Georgia Department o f  Education 
O f f i c e  o f  I n s t r u c t i o n a l  Programs 
D i v i s i o n  o f  Except ional  Ch i ld ren  
Physical  Handicaps/Low Inc idence U n i t  
T u i t i o n  Grant f o r  the  Mult ihandicapped Program F i l e s  

6. D i v i s i o n  and O f f i c e  Funct ion (Continued) 

occupat ional  therapy, h o s p i t a l  / homebound,' and adapted phys ica l  education. 
The coord ina t ion  o f  the  Low Inc idence Grant Program and the  T u i t i o n  Grant 
Program i s  admin is tered through t h i s  u n i t .  

Sheet: 3of4  

DEPARTMENT OF EDUCATION 
RECORDS RETENTION SCHEDULE 

APPLICATION #910308-02 

Approved as Schedule Number 94-0018 

Effective Date: 0812319 

annotated by tha Depamnenf of Archives and H&wy - RGS 10595 



INSTRUCTIONS: See Publication No. 76-RM-! for instmctions on completing this form. Forward signed original to 
Department of Archives and History, Records Management Division, 330 Capitol Avenue, Atlanta, Georgia, 30334. 

FOR AGENCY #USE 
tpplication Gate 

tpplication Number 

1. Agency Address 
Georgia Department o f  Education 

M 4  REC9)DCS M A M G E Y E M  USE 
Awlicatim Number 

q4-0018 O f f i c e  o f  I n s t r u c t i o n a l  Programs 
D i v i s i o n  o f  Except ional  'Students '. 

1970 Twin Towers East, A t lan ta ,  GA. 30334 
Physical  Handicaps/Low Inc idence U n i t  Gate Received Date Cornplered 

MAR - 8 1sfl 8/a3/9$ 

Marlene R. Brvar  Education Coordinator 656-6317 
1. Action Reauerted 

1. Dates of Series ' 

iarliest Latest 
5. Remrds Series T i l e  Ifollowed by title used in office; if different) 

1985 

The D i v i s i o n  o f  Exceot ional  Students Drovides se rv i ces  t o  l o c a l  u n i t s  o f  admin i s t ra t i on  (LUAr 

/ t o  Date I T u i t i o n  Grant f o r  the  Multihandicapped Program F i l e s  
i. Division and Office Function Whatis h e  function of the Division and the Office in which this remrd series i s  created? 

i nc lud ing  techn ica l  ass is tance i n  p l a h i n g ,  implementing and eva lua t i ng  spec ia l  educat ion 
programs f o r  t h e  handicapped. D i v i s i o n  s t a f f  mon i to r  programs f o r  compliance w i t h  s t a t e  law. 
Federal requirements and Georgia Board o f  Education p o l i c i e s  and prov ide  ass is tance i n  he lp-  
i ng  improve i n s t r u c t i o n  and programs f o r  handicapped students. 
i v a i l a b l e  f o r  ongoing techn ica l  ass is tance t o  l o c a l  s t a f f  and are  responsib le  f o r  coo rd ina t i r  
3 c t i v i t i e s  w i t h  l o c a l  s t a f f  and co l l ege  u n i v e r s i t y  personnel. 
invo lved i n  the  Georgia Parent I n i t i a t i v e  t h a t  o f f e r s  t r a i n i n g  through GLRS (Georgia Learnin!  
Resource System) t o  parents and educators regard ing  spec ia l  educat ion serv ices,  comnunicatioi 
and how t o  work coopera t i ve l y  t o  prov ide serv ices  f o r  handicapped students. 

P r i m a r i l y ,  t h e  s t a f f  a re  

The d i v i s i o n  i s  a c t i v e l y  

The Physical  
Handicaps/Low Inc idence Un i t -  provides techn ica l  ass is tance i n .  the  areas o f  
d isorder  d, o r t h o p e d i c a l l y  handicapped, o the r  h e a l t h  impai red and 

I n  add i t i on ,  consu l tan ts  a s s i s t  LUAs i n  

- - Attach samples of the file. Attachment) 

l y  menta(51.y handicapped. 
1. Record Series Dereription This file contains the following documents (include form numbersand titles, if any): [ COntl nUed 01 

ijocumenureiaring to: Admin is te r ing  t h e  T u i t i o n  'Grant f o r  the  Multihandicapped Program by 
accept ing and rev iewing  app l i ca t i ons  and s e l e c t i n g  and n o t i f y i n g  those e l i g i b l e  f o r  grants, 
and a l s o  n o t i f y i n g  those app l i can ts  n o t  e l i g i b l e .  
Includedare: Mult ihandicapped T u i t i o n  Grant Program App l ica t ion ,  Award L e t t e r ,  N o t i f i c a t i o n  

o f  Re jec t ion  L e t t e r ,  Amendments t o  t h e  Grant and Student Records [ i n c l u d i n g  IEP(Ind iv idua1 
Educat ional  Program), Psychological  Evaluat ion,  E l i g i b i l i t y  Report, Due Process Checkl is t ,  
l e g a l  and school correspondence and medical records]  

Fileisarranged: Chrono log ica l l y  by F i s c a l  Year; thereunder a l p h a b e t i c a l l y  by Student 's  
L a s t  Name 

r. r 

3. Monthly Reference Rate How often are records referred to which are: %kk &n#AIGigjEZ) 
,pi- L d  Y, 

One to six months old 300 ; Seven to twelve months old &% 
twenty-five months and older ? UHT -a ~ 

3. Annual Rate of - U u . l  Accumulation of Remrdr tL' "/hL a UU~Jfi -m 0) I 

era1 F i l e  Drawer Lettersize drawers ; Legal-size drawers ;Shelves 

Total  Current Accumulation: 4 La te ra l  F i l e  Drawers 
R-50-71: Rev. 76 ( O u r )  



copy of the series? 

11. Retention Requirements The following requires the series to be kept: 

years. d. Audit period 0 years. a. State Law 0 
b. Statute of limitation N/A years. e. Administrative need 3 * years. 

years. f. Federal retention instructions 0 years. c. Federal law 0 

of explanation./ 

Attach mpy or exert of laws or regulations. Explain administrative need. 
0. C.  GA. 20-2- 152 (Special Education Services ) 
State Board o f  Education Policy IDDF 

Secretary of StatelDesignee ' August 23.1994 

Attorney GenerallDesignee 

- 
12. Approved Disposition Instructions This agency recommends that the file series be cut off a t  the end of each: 

0 Calendar Year; $# Fiscal Year; 0 Other then, 

dl Hold in the current files area monthk) 1 *  yeark); then 
0 Transfer to local holding area; hold 
a Transfer to State Remrds Center; hold 

0 Transfer to State Archives for prmanent retention. 
0 Other ISpecifyJ 

* s e e  &- yearb); then 
%w year(s); then 

C4 Destroy. 

OY f 

I These instructions amlv to a l l  wior and future accumulations of the series. 

graph 12 are approved. I (If disappmved, attach letter 

. 
~ 


